
APPLICATION FOR RECORDS RETENTION SCHEDULE ~ 

5~ 

OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
DEPARTMENT ARCHIVESAND 

File i s  arranged: Alphabetically. 
\ 

INSTRUCTIONS See Publimtion NO. 76-P.M-! for instructions on completing this form. Forward signed ociginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue. Atlanta, Cjeorgia. 30334. 
Attention: Scheduling Section.. . __ 

FOR AGENCY USE 1. Agency Address FOR RECORDS WNAGEMENT USE 

Apoli~atiDn 0.W Department of Veterans Service- A ~ I b t b n  Number 

76 I 3 8 3-24-76 1 Eunter St., Sw . 

Dare Received Dare brnpleied 

APR 2 0 1976 

Atlanta, Georgia 30334 Applizaion Numbar 

- 7  878 I My L - ____ 12 
2. Perron to Contact Working Title Telephone Number 

656-2332 .~ RMO 
. .~ 

Harry B. Brown, Jr.  _ _ ~ _ _ - - ~ - ~  ~ - .__ 

8. Monthly Reference Rate. . . How often are remrdr referred which are: - - 
One 10 six months old 30 ’: Seven t o  twelve monL.s old : Thirteen to twenty-four monthsold 
twenty-five months and older - . ?, - - ,, 

9. Annual Rate of A m m u l a t i o n  of Rewidr . . - - 
:Shelves ;Other lqeciryl- Lener-size drawers 2: Legakize drawers - 

- .  

AR-%-71; Rm. 16 10-1 

~~ 

.~ . .  
i 

- ~~~ ~ ~ - _. ~~ 

. .. . ~ 

4. . ~ a t e r  of Series 
Earliest Laten 

5. Records Series Title /followed by title used in offke; if diffe.-ent,J 

6. Division and Office Function What is -he function Of the Division and the O f f i e  in which th i s  record series i s  c e a t e d ?  
Admini.strative .Services~ Division: The function of this division is to provide centralized sup- 
port to all operational segments of the Veterans Assistance activity to include budgeting; 
accounting operations; personnel administration and training; procurement and issue of supplies 
and equipment; property control; space and tele-communications management; records management 
and safety programs; Equal Opportunity and Affirmative Action Programs; administration of grants 
to Confederate widows; printing; mail processing and central files maintenance. 

. 



- ~. ---_____ 
YES] NO 1 10. Questionnaire (Place an "X" in the proper mlumn) F. , -  

3 .-. I .  
a. Is th is  the official mpy of the series? X If not where is it? Dept. of Defense Records Center 
b. Does the series contain confidential information requiring securitv handling? If  yes, cite law or regulation. 

c I s  this a vital record? 
d. Does this series have histwical or lonq term research value? 
c. When one or two documents in the file make it necesdW to keep the entire file for a long period, could these 

document$ be scheduled separatelv? 
i s  %rielever oublirhed? . I f  yes. am& m v .  f. Is4hCinformafion QJ nwned in th 0 L. t .. ' * 

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 
If v a  attac h ~ z p v .  

h. Is there a duplication of t h i s  series in your office, or in another office or agency? 

. .  . .  

- 

here? If  ves. w 
? . .  

n 

I x I I x I i Mra rd series r- r I 
i, b thbser is  / w a m j , ~ r  p 

11. Retention Requirements The following requires the series to be kept: 

a. State Law Permanent years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Attach mpy or excert of laws or regulations. Explain administrative need. 

Ga. Code Annotated 78-413. The Director shall maintain f u l l ,  adequate and complete copies 

through the department. ' 

of a l l  records pertaining to claims on veteranswho f i l e  for claims for veterans beaefits 

- 
12 Approved Disposition Instructions This agency recommends that the  f i le series be cut off at  the end of each: 

& Calendar Year: 0 Fiscal Year: Other 
- 

then. 

@ Hold in the current f i les area monthk) 5 yeads); then 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Center; hold 
0 Destroy. 
a Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yearb): then 
yearb); then 

These instructions apply to a l l  prior and future accumulations of the series. 

emmmendationr in para- 
.aph 12 are approved. 
f disapproved, attach le 
r explanation.) 


